&1 Generate Service Contract (O4) from Purchase
Requisition (O3) or Deviation Request (O8)

Overview

Once a Purchase Requisition is created, or a Deviation Request is created and
approved by AS Materiel, a Service Contract can be generated. All bids must be
documented as a Header attachment on the Requisition (O3) or Deviation
Request (08) document. (Please reference the Entering Attachment to Order
Header work instructions.)

NIS Policies

The tasks in this documentation provide end users with the tools to enter data
and collect data in NIS. It is the responsibility of the agencies to comply with
State Statutes, Federal Rules and Regulations, and State policies. For further
information concerning State Statutes and policies, please refer to both internal
agency resources and the Administrative Services website:
http://www.das.state.ne.us/.

Navigation

Click Roles, Procurement or Inventory.
(Citrix users — right click on the menu, choose View by Role, choose
Procurement.)

Order Type |Description Navigation

Generate Service
03 > 04 [Contract from Service |Purchasing — Agencies > Contracts - Agency > Gen

Requisition Service Contract (O4) from Agency Req (03)
Generate Service
08 - 04 |Contract from Purchasing - Agencies > Deviation Request > Gen
Deviation Request Service Contract (O4) from Dev Request (O8)
Steps

ﬁ The following steps/screenshots show an example of Generating a Service
Contract (04) from Service Requisition (O3). The steps are the same for
Generating a Service Contract (O4) from Deviation Request (O8).

PeopleSoft EnterpriseOne Rev. 08/11/2008 55
065_PR_WI_L4_T4.a_Generate_Service_Contract_from_Req


http://www.das.state.ne.us/nis/trainingmanuals/Procurement/HTML/029_UAT_12b_Entering_Attachment_Order_Header.html
http://www.das.state.ne.us/nis/trainingmanuals/Procurement/HTML/029_UAT_12b_Entering_Attachment_Order_Header.html
http://www.das.state.ne.us/

Generate Service Contract (O4) from Purchase Requisition (O3) or

Start this instruction from the Work with Order Release window.

o

Gen Service Contract (O4) from Agency Req (03) - Work With Order Release ]
Select Fnd  Chbse Form  Row  Tools

v & X E B

Supplier - Business Unit F ]

Order Number

Inventary Mumber

Account Mumber

[ Disnlay Supnlier item

No records fetched.

n ﬁ Order or Order | Chg Line 2nd item UOM | Amount Request
Humber Ty Fd Order | Humber Humber Open Date

<

1. Enter the order number in the Order Number field, if known, to minimize the
search.

2. Click Find.

Pt

Gen Service Contract (O4) from Agency Req (03) - Work With Order Release i3]
Select Fpd  Close Form  Bow  Toals
v @ X g B
Supplier [ Business Unit ’*7
Order Number |16W 03 |*
Inventory Number i*
Account Nurber |*

[ Display Supplier tem

Records 1-1

or Order | Chg Line 2nd ltem
Humber Ty Fd Order |Humber [ Humber

OQuantity UOM | Amount Request
Open Open Date

O 1677 03 66513 000 2000 35403

12.0000 EA 1.56 0811072003 Towel

>

3. Choose the row(s) in the grid that reflect the detail lines from the purchase
requisition previously entered.

4. Click Row, Order Release. The Order Release window appears.

SO -
Gen Service Contract (O4) from Agency Req (03) - Order Release m
OK  Cancel Form Tools
B X 2
Supplier 501237 Q. PARAMOUNT LINEN & UNIFORM RENT BranchiPlant 5050011
Buyer
2 @ Release
Shin To sa772 DAS MATERIEL - CENTRAL MAIL OP Oclnse
Ordar Number [is77 B3 | [sesis [l 2000 Ocaneel
Release Information |(Betail Information s
Relgaze Ofy 12.0000 EA Release Amt 1.56
Oty To Date 5.0000 AmtTo Date 104
Original Gty 20.0000 Original Amt 260
Unit Cost 01300 Purchasing UOM E~ Line Type ]

5. Verify the following fields in the header:

e Branch/Plant — A valid Business Unit for your agency
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Supplier — review this value and determine correct supplier number

Buyer — you can populate with the address book record for the individual

in your agency who will be responsible for the contract

Ship To —reflects a delivery location for your agency

ﬁ The Send Invoice To field cannot be changed when generating a
Service Contract from a Requisition. If the Send Invoice field needs
to be changed, the agency will need to revise the document. Please
follow the work instructions for Revising a Purchasing Document and
change the Send Invoice To field on the Order Header and Order

Detail screens.

6. Review the following fields on the Release Information tab:

Release Qty — Quantity from the Requisition will populate — change this

guantity only if it is determined a need to increase or decrease the field.

Gen Comm PO (OG) from Contract (OC) - Order Release

Release Amt — Allow to automatically calculate

T e

[}
oK Cance| Form  Teols
X B &
Supplier 500233 MIDWEST SERVICE & SALES COMPAN BranchiPlant e
Buyar 1117808 MILLER, LINDSEY

Attachments @ Releass

Shig To 280227 ROADS LINCOLN CENTRAL COMPLEX Oclose
Order Number 11096 [oc [booo 000 [zooo Ocaneel

Inventary Number

Supplier ftem Number

[plow blade 102" % 6" 1 6"

Aceount Mumber

| o000.554900

Location

TypeiSubledger

Lotrgr

5. Review the following field on the Detail Information tab:
e Account Number - must be a valid Account Number for your agency
6. Click the Dates tab.

CTNALS
Gen Comm PO (0OG) from Contract (OC) - Order Release 5]
OK  Cancel Form  Tools
B X '3 |
Supplier 500233 MIOWEST SERVICE & SALES COMPAN BranchiPlant [ 27227150
Buyer 1117804 MILLER, LINDSEY e o
Ship To [250227 ROADS LINCOLN CENTRAL COMPLEX Oclose
Order Number [11096 loc | |oooot [ [z000 Ocancel

Release Infarmation | Detail Information | Dates

Requested

& Cancel Date
Promised Delivery

(0200212006 Orcler Date

GIL Date

(EGEE | Planned Effective

[
[osrazons

|a9r 412004

e Requested — date to receive order

Review the following information on the Dates tab:
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e Promised Delivery — date the vendor can meet

& If multiple rows were chosen, the Order Release window refreshes with the
next item. Repeat Steps 5 - 9 for each Inventory Number that you wish to
include on the Service Contract.

8. Click OK to return to the Work with Order Release window

Click Form, Generate Order to generate the orders. The Generated
Purchase Orders window appears.

e,

Gen Service Contract {O4) from Agency Req (O3) - Generated Purchase Orders ]

Close  Row  Tools |

Records 1-1

Order or | order | Branch Supplier | Request
Humber ¥ |Co Plant Date

(0] T1671 04 56513 65050011 502372 03/03/2006

ﬁ The new Order Number and Or Ty (Order Type) will appear and should be
noted if you wish to do more work with them or facilitate searches later.

10. The newly generated contract may need to be revised to update the Send
Invoice field or UOM (Unit of Measure fields). To make these revisions click
Row, Open Order Inquiry. The Work with Order Details window appears.

ORACLE'

"]

Gen Service PO (09) from Agency Req (03) - Work With Order Release i 7 =
Feect I'nd  Cese [fom  How Tools |

v @ X 0 8 B

Bupplier

Business Linit
Order Number 03
Inventary Numbes

Account Number

[l Dispiay Supplier tem

Records 1-1

Order | Chg | Line Ik Meiri
Fi | Order | Wmber | Hamter

(] 383 03 10000 00D 1000 94184 10000 LS

08102003 REPAIR MOTCR FOR GYM
¥

11. Choose the document and click Row, Header Revision. The Order Header
window appears.

PeopleSoft EnterpriseOne Rev. 08/11/2008 58



Generate Service Contract (O4) from Purchase Requisition (O3) or

e
i

Revise Service Contract (O4) - Order Header

1l ¥ &
UK Cascel form  Tooh

B X 0O & |

Dirder Murmbes S0t o4 A3120 Business Uit 31240007 ‘
Address Numbers Dates

Supplir 0013 MCQUAY SVG PR AT

Ship to 735472 MILITARY DEFT ADJUTANT GENERAL Requosted 14032007

Bupor Eramisod Dulvety YT ETTe]

G 1467 HLITARY DEFT A TANT GEN L

end Invalce To 784671 MILITARY DEPT ADJUTANT GENERAL e

Pl Rermark

Desoiption

Print Missage

Tax Repl Code Hald Coda HLANK - HOLD CODES 42HC

Tax Rateldrea Apeoval 117410

Certificate Retainage %

Taxi 410404230 Bk MNELSOMO0Z

Person/Corp. 1D Order Taken By

Payment Torms ALA Docusment
Messages
[

12. Update the following fields:

e Send Invoice To - delete the information from this field and press the
tab key. The correct Send Invoice To address book number will default.
This can be overridden with another address book number if needed.

e Cancel Date - view/update cancel date to reflect the end date of the
contract.

13. Click Form, Header to Detail, Populate.

14. Click OK. The Order Detail window appears.

15. Verify Header changes populated to detail lines and revised as needed.
16. Add additional lines pending the agency’s rules and regulations.

17. Click OK to return to the Work with Order Details window.

18. Click Close to return to the Generated Purchase Orders window.

19. Click Close to return to the Work with Order Release window.

20. Click Close to return to the menu.

ﬁ Service and Commodity contracts must have a valid end (cancel) date.
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